
Approval Process for Restricted Items

Agency places order with

Staples with restricted item(s) requested

Staples advises agency and appropriate 

SCPO (via contracting mailbox)

SCPO 

recommends 

approval

SCPO contacts agency for input regarding 

purchase

SCPO sends approval request 

form to agency for signature

Agency returns form to SCPO via 

contracting mailbox

Director reviews and 

approves / denies

Approved

SCPO notifies 

agency via email 

with copy of 

signed form

SCPO releases 

order with Staples

Denied

Director returns 

signed form to 

SCPO along with 

reasons for denial

Director returns 

signed form to 

SCPO for 

processing

SCPO notifies 

agency via email 

along with copy of 

signed form

One-time 

approval

On-going 

approval

STAPLES

On-going

Agency specific 

add to agency’s 

pre-approved 

market basket

One-time 

Releases order

On-going

State  specific 

Add to SOD pre-

approved market 

basket

SCPO 

does not 

recommend 

approval

SCPO notifies 

agency via email 

identifying lower 

cost option

SCPO notifies 

Staples to release 

order without 

requested item(s)
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